
AMERICAN EMBASSY KINSHASA 
An Equal Opportunity Employer 

Human Resources Office, 498 Ave Lukusa, Kinshasa 
Phone 097-261-6179; e-mail: HRjobsKinshasa@state.gov 

    

ANNOUNCEMENT NUMBER:  17-65 
 
OPEN TO: U.S. Citizen Eligible Family Members (USEFMs) - All Agencies 
   (Must have a current TS clearance) 

POSITION: Information Management Assistant 

OPENING DATE: August 21, 2017 

CLOSING DATE: September 11, 2017 

WORK HOURS: Full-time  

SALARY:  Not-Ordinarily Resident (NOR):  FP-7* 

*Final grade/step for NORs will be determined by Washington. 

 

ALL ORDINARILY RESIDENT (OR) APPLICANTS (See Appendix for definition) MUST HAVE THE REQUIRED WORK AND/OR 

RESIDENCY PERMITS TO BE ELIGIBLE FOR CONSIDERATION.  

 

The U.S. Embassy in Kinshasa is seeking is seeking eligible and qualified applicants for the position of Information Management 

Assistant in the Information Resources Management Section.   

BASIC FUNCTION OF POSITION 

 Under supervision of the Information Management Officer (IMO), the incumbent supports all offices within the 

Information Resource Management (IRM) section, by performing duties such as the Integrated Logistics Management  

System (ILMS) inventory; updating online records in Microsoft SharePoint; managing issuance and testing of satellite 

telephones; managing IRM help desk operations; testing Emergency & Evacuation and High Frequency radio equipment; 

assisting Mailroom with distribution of mail and management/issuance of diplomatic pouch seals; managing classified 

pouch operations; and assisting with special projects as needed. 

  

FOR FURTHER INFORMATION:  The complete position description listing all of the duties and responsibilities may be 

obtained by contacting the Human Resources Office at (243) 97-261-6179; e-mail: HRjobsKinshasa@state.gov. 

QUALIFICATIONS/SKILLS REQUIRED 

NOTE:  Applicants must address each required qualification listed below with specific information supporting each item.  

Failure to do so may result in a determination that the applicant is not qualified. 
 

Education: High School diploma is required.  

Experience: Minimum 3 years experience carrying out general office work is required; including computerized data entry; 

use of MS Office products for record keeping, namely MS Word, Excel and MS Outlook; use of internet for performing 

research; and completing office tasks within specified time frames.   

Language Proficiency: Level IV (Fluent) Speaking, Reading and writing English are required. 

Skills and Abilities: Ability to interface diplomatically with entire Embassy staff and business contacts; ability to provide 

effective feedback to IRM supervisors; ability to organize, troubleshoot, document and complete assigned tasks. Ability to 

obtain and maintain a Top Security clearance. Must have a current driving license and be able to opass skills test for driving 

USG vehicles. 

 

JOB OPPORTUNITY 
ANNOUNCEMENT  

mailto:HRjobsKinshasa@state.gov


HIRING PREFERENCE SELECTION PROCESS:  When qualified, applicants in the following hiring preference categories 

are extended a hiring preference in the order listed below.  Therefore, it is essential that these applicants accurately describe their 

status on the application. Failure to do so may result in a determination that the applicant is not eligible for a hiring preference. 

HIRING PREFERENCE ORDER: 

(1) AEFM / USEFM who is a preference-eligible U.S. Veteran* 

(2) AEFM / USEFM  

(3) FS on LWOP** 

* IMPORTANT:  Applicants who claim status as a preference-eligible U.S. Veteran must submit a copy of the most recent 

Member Copy Four (4) of the DD-214, Certificate of Release or Discharge from Active Duty, and, if applicable, a letter from the 

U.S. Department of Veterans Affairs.  If claiming conditional eligibility for U.S. Veterans’ preference, applicants must submit 

proof of conditional eligibility.  If the written documentation confirming eligibility is not received in the HR office by the closing 

date of the vacancy announcement, the U.S. Veterans’ preference will not be considered in the application process.  Mission HR’s 

decision on eligibility for U.S. Veterans’ preference after reviewing all required documentation is final. 

** This level of preference applies to all Foreign Service employees on LWOP. 

ADDITIONAL SELECTION CRITERIA: 

1. Management may consider any of the following when determining successful candidacy:  nepotism, conflicts of interest, 

budget, and residency status.    

 

2. Current OR employees serving a probationary period are not eligible to apply.  Current OR employees with an Overall 

Summary Rating of Needs Improvement or Unsatisfactory on their most recent Employee Performance Report (EPR) are not 

eligible to apply. 

 

3. Current NOR employees hired on a Family Member Appointment (FMA) or a Personal Service Agreement (PSA) are not 

eligible to apply within the first 90 calendar days of their employment, unless they have a When Actually Employed (WAE) 

work schedule. 

 

4. The candidate must have and maintain a Security Clearance (Secret).  

 

5. Candidates who are EFMs, USEFMs, AEFMs, or MOHs must have at least one year remaining on their sponsor’s tour of duty 

to be considered eligible to apply for this position. 

 
 

Drafted: - HR: JKabemba 

Cleared: - IRM: ESankoh (e-mail) 

- HMuller 

Approved: A/MGT: SHazel 
  

 

  
 


